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Articles 


(A) Indicates 


Arbitration Case 


(D) Indicates Digest 


(C) Indicates Case 


Absenteeism 


What’s the Trouble with Brenda? (C) 
March p. 38 

The Ballplayer. (C) April p. 38 

Controlling Labor Costs. Part 2: 
Building Productivity, July p. 8 

A Mixed Blessing. (C) Nov. p. 41 


Appraisal 
(See also Placement) 


Sometimes Separation Is the Answer. 
Jan. p. 34 

Appraisal Interviews: Can You Go by 
the Book? (D) March p. 55 

Performance Review Threat or 
Promise? May p. 2 

Assignment Management. Part 2: Or- 
ganize Your Team. May p. 26 

When an Employee Goes Sour. (D) 
May p. 55 

The Appraisal Interview: Honesty Is 
the Best Policy. (D) July p. 50 

Ground Rules for Appraisal Interviews. 
(D) Aug. p. 52 

Moment of Truth: Guides to the Apprais- 
al Interview. (Cartoon feature) Sept. 
p. 24 

Getting Extra Dividends from Perfor- 
mance Appraisal. (D) Oct. p. 54 


Arbitration 


(See also Unions) 


Discipline under the Union Contract. 
Aug. p. 9 
IF YOU WERE THE ARBITRATOR: 
Training—Or Trial? Jan. p. 33 
Is Overtime Optional? Feb. p. 33 
Willful Willie. March p. 28 
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The False Claim. April p. 34 
Business Before Pleasure? May p. 24 
Irascible Irene. June p. 27 

The Two-Timer. July p. 23 

Time Out for Coffee. Aug. p. 17 
A Broken Promise? Sept. p. 40 
The Expediter. Oct. p. 21 

Youth vs. Age. Nov. p.. 33 
Unwilling—or Unable? Dec. p. 23 


Automation 


(See also Technology) 


Introducing New Methods . . . Look 
Beyond the Change. Feb. p. 14 

Automated “Teacher” Revolutionizes 
Training. (D) March p. 59 

New Generation of Robots. (D) April 
p. 57 

Supervising Data Processing. (D) July 
p. 56 

Using Numerical Control. (D) Dec. p. 41 


Boss-Supervisor Relationships 

The Best Man. (C Nov. 1960) For dis- 
cussion see Cases. 

You and Your Boss. Feb. p. 20 

Don’t Keep Your Boss in the Dark. 
May p. 18 

A Question of Priority. (C) Aug. p. 32 

Do You Tell Your Boss What He Needs 
To Know? Oct. p. 18 


Cases 

The Best Man. (Nov. 1960) Discussion 
Jan. p. 43 

The Faked Job Ticket. (Dec. 
cussion. Feb. p. 44 


1960) Dis- 
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The Best Man. (C Nov. 1960) For dis- 
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You and Your Boss. Feb. p. 20 

Don’t Keep Your Boss in the Dark. 
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A Question of Priority. (C) Aug. p. 32 

Do You Tell Your Boss What He Needs 
To Know? Oct. p. 18 


Cases 

The Best Man. (Nov. 1960) Discussion 
Jan. p. 43 

The Faked Job Ticket. (Dec. 
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How Kind Can You Get? Jan. p. 41 
Discussion. March p. 40 

Quality—or Quantity? Feb. p. 42 
Discussion. April p. 41 

What’s the Trouble with Brenda? March 
p. 38. Discussion. May p. 37 

The Ballplayer. April p. 38 Discussion 
June p. 39 

Romance on the Rocks. May p. 35 
Discussion. July p. 34 

The Man Who Changed His Mind. June 
p. 37 Discussion. Aug. p. 34 

The Fair-Haired Boy. July p. 32 
Discussion. Sept. p. 33 

A Question of Priority. Aug. p. 32 
Discussion. Oct. p. 31 

Don’t Call Us, We'll Call You. Sept. p. 31 
Discussion. Nov. p. 43 

End of a Beautiful Friendship. Oct. p. 29 
Discussion. Dec. p. 35 

\ Mixed Blessing. Nov. p. 41 

The Perfect Lady. Dec. p. 33 


Communication 


(See also Appraisal; Boss-Supervisor 
Relationships; Induction; Instructions; 
Interdepartmental Relationships; In- 


terviewing; Meetings; Motivation; 


Reading; Training; Writing) 

You and Your Boss. Feb. p. 20 

Tailor Your Letter to the Reader. April 
p. 29 

\rguments Can Be Assets. (D) April p. 
$9? 

Pointers on Praise. (D) April p. 6] 

Performance Review Threat or 
Promise? May. p. 2 

Don't Keep Your Boss in the Dark. May 
p. 18 

Keep It Clear! (D) June p. 63 

The Organization That's Not on _ the 
Chart. July p. 2 

What Happens after the Attitude Survey? 
Sept. p. 17 

Are They Getting Your Message? (D) 
Sept. p. 54 

“They're All Like That!” (D) Sept. p. 43 

Words To Manage By. Oct. p. 2 

Do You Tell Your Boss What He Needs 
To Know? Oct. p. 18 

Why Employees Won't Talk to You. (D) 
Oct. p. 40 


(A)—Arbitration Case; 


Are You Jamming Your Own Messages? 
(D) Oct. p. 52 

Thinking Through a Writing Problem 
Nov. p. 8 


Cost Control 


Cost Reduction. Part 11: “Stop-Motion” 
Activity Sampling. Jan. p. 18 
Part 12: Make the Least of Your Paper- 
work. Feb. p. 26 
Part 13: How Much Work Can You 
Eliminate? March p. 22 
Avoid the “Mistake Tax.” (D) Jan. p. 58 
Put the Lid on Larceny. Feb. p. 35 
Why Do It the Hard Way? May p. 13 
Fix it Before It Breaks. (D) May p. 53 
Office Mechanization: Is This Machine 
Necessary? (D) May p. 59 
Controlling Labor Costs. Part I: 
tion. June p. 2 
Part 2: Building Productivity. July p. 8 
Part 3: Tools for Methods Improve- 
ment. Aug. p. 18 
Is It Time To Modernize? (D) July p. 63 
A Cost Reduction Plan That Works .. . 
and Keeps on Working! Oct. p. 14 


Selec- 


Counseling 


(See also Interviewing) 


Problem Workers—Or Workers. with 
Problems? Feb. p. 2 

The Manager As Referee (D) March p. 
§9? 

Performance Review ... Threat or 
Promise? May p. 2 

Help Them Capitalize on Their Strong 
Points. Nov. p. 16 

The Helping Hand: Guide for the Self- 
Styled Psychiatrist. (Cartoon feature) 
Nov. p. 20 


Creativity 
(See also Decision-Making) 


It's the Thought That Counts. (D) Jan. 
p. 56 

Make Mistakes Pay Off. (D) March p. 57 

Free Yourself of Blind Spots. (D) March 
p. 62 

Arguments Can Be Assets. (D) April p. 
i) 

Don't Keep Your Boss in the Dark. May 
p. 18 

Keep Initiative Alive. (D) July p. 54 
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Cut Those Problems Down to Size. Aug. 
ae 

The Freedom To Make Mistakes. (D) 
Aug. p. 48 

Problems? Solve Them Creatively. (D) 
Sept. p. oF 


Decision-Making 
(See also Creativity) 


Let George Do It. Jan. p. 9 

The Disciplines of Supervision. (D) Feb. 
> SF 

How to Make the Best Decision. (D) 
April p. 55 

Youth vs. Age. (A) Nov. p. 33 


Delegation 
(See also Training) 


Let George Do It. Jan. p. 9 

Eight Managers Who Won't Let George 
Do It. (Cartoon feature) Jan. p. 14 

The Disciplines of Supervision. (D) Feb. 
p. 57 

How You Can Help a Person Grow. 
March p. 2 

Free Yourself of Blind Spots. (D) March 
p. 62 

Assignment Management. Part 1: Organ- 
ize Your Job. April p. 2 
Part 2: Organize Your Team. May p. 26 

Performance Review Threat or 
Promise? May p. 2 

The Responsibility You Can’t Escape. 
June p. 11 

Building Better Cooperation. (D) June 
p. 61 

The Fair-Haired Boy. (C) July p. 32 

Discipline 
(See also Arbitration; Cases) 

Discipline? Why? (D) May p. 48 

Check—for Discipline. (D) June p. 53 

Discipline under the Union Contract 
Aug. p. 9 

When Can You Be Flexible? Sept. p. 4 

Get Constructive Results from the Cor- 
rective Interview. Oct. p. 22 


Economy, U.S. 

Spotlight on Moonlighting. (D) Feb. p. 63 

The Gold Flow. (D) May p. 57 

Highlights of the New Wage-Hour Law. 
Sept. p. 28 


(A)—Arbitration Case; 
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Ethics 
Put the Lid on Larceny. Feb. p. 35 
The False Claim. (A) April p. 34 
Grievances 
(See also Arbitration; Unions) 
Grievance Handling Where There Is No 
Union. April p. 35 
Group Interaction 
(See also Interdepartmental Rela- 
tionships; Meetings; Motivation) 


For a Fresh Look at Your Department: 
Work-Distribution Analysis. June p. 14 

The Organization That’s Not on the Chart. 
July p. 2 

Controlling Labor Costs. Part 3: 
for Methods Improvement. Aug. p. 18 


Tools 


Health 

Rx against Accidental Poisoning. Jan. p. 
48 

Avoid the “Mistake Tax.” (D) Jan. p. 58 

Problem Workers—Or Workers’ with 
Problems? Feb. p. 2 

How To Beat the Heat. (D) July p. 61 

See To It That They Can See. Aug. p. 24 

Employee Health Is Your Business. Sept. 
p. 14 

What You Should Expect from a Health 
Checkup. Nov. p. 34 


Induction 


Help the New Man Start Off Right. (D) 
Feb. p. 61 

When Employees Ask about the Com- 
pany. June p. 22 

What Employees Want from Orientation 


(D) Dec. p. 44 
Instructions 


(See also Training) 

Performance Is the Test of Training. 
April p. 18 

How Do You Coach Them? (D) Oct. p. 
48 

How To Design a Form. Dec. p. 18 


Interdepartmental Relationships 

The Best Man (C Nov. 1960). For Dis- 
cussion see Cases 
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So You’re on a Committee! (D) Feb. p. 
55 

Fix It Before It Breaks. (D) May p. 53 

Meet the Staff: The Industrial Engineer. 
Sept. p. 8 

Meet the Staff: The Production Control 
Group. Nov. p. 29 

Change: Can You Get Them To Meet It 
Half Way? Dec. p. 2 

The Perfect Lady. (C) Dec. p. 33 


Interviewing 


Appraisal Interviews: Can You Go by the 
Book? (D) March p. 55 

Performance Review . . 
Promise? May p. 2 

Controlling Labor Costs. Part 1: 
tion. June p. 2 

The Appraisal Interview: Honesty Is the 
Best Policy. (D) July p. 50 

Ground Rules for Appraisal Interviews. 
(D) Aug. p. 52 

Moment of Truth: Guides to the Apprais- 
al Interview. (Cartoon feature) Sept. 
p. 24 

Get Constructive Results from the Cor- 
rective Interview. Oct. p. 22 

Getting Extra Dividends from Perform- 
ance Appraisal. (D) Oct. p. 54 


. Threat or 


Selec- 


Job Description 
Job Requirements: Before and After. (D) 


Feb. p. 53 


Leadership 

Why Don’t They Give Us More Author- 
ity? Jan. p. 2 

Assignment Management. Part 1: Organ- 
ize Your Job. April p. 2 
Part 2: Organize Your Team. May p 

26 
Part 3: Plan Ahead for Sound Perform- 
ance. June p. 28 

If You Want to Advance. (D) April p. 59 

The Responsibility You Can't Escape. 
June p. 11 

Building Better Cooperation. (D) June p. 
61 

How Do You Know You're a Pro? Sept 

p.2 

Toward Professional Management. (D) 
Sept. p. 41 

Farewell to the Happiness Boys. (D) 
Sept. p. 48 


(A)—Arbitration Case; 


What It Takes to be a Leader. (D) Oct. 
p. 38 

Leadership—What Is It? (D) Nov. p. 49 

Mr. Chairman. (D) Nov. p. 53 


Meetings 


So You're on a Committee! (D) Feb. p. 
55 

Cut Those Problems Down to Size. Aug. 

0. 2 

Mr. Chairman. (D) Nov. p. 53 

Climate for Problem-Solving. (D) Dec. 


p. 46 


Methods Improvement 


Cost Reduction: 
Part 11: “Stop-Motion” Activity Samp- 
ling. Jan. p. 18 
Part 12: Make the Least of Your 
Paperwork. Feb. p. 26 
Part 13: How Much Work Can You 
Eliminate? March p. 22 
Measuring Work That’s Hard to Measure. 
April p. 13 
Why Do It the Hard Way? May p. 13 
For a Fresh Look at Your Department: 
Work Distribution Analysis. June p. 14 
Why Paperwork Piles Up. July p. 24 
Is It Time to Modernize? (D) July p. 63 
Controlling Labor Costs. Part 3: Tools 
for Methods Improvement. Aug. p. 18 
Meet the Staff: The Industrial Engineer. 
Sept. p. 8 
Are You a Roadblock? (D) Oct. p. 46 
To Get More Done... Set Realistic 
Goals. Nov. p. 2 
Office Work: Is There an Easier Way? 
Nov. Pp. 24 
Materials Handling: Can You Cut Waste 
Motion? Dec. p. 13 
How to Design a Form. Dec. p. 18 
Using Numerical Control. (D) Dec. p. 41 


Morale 


(See also Motivation) 


Build Belief in Safety. March p. 7 

The Manager As Referee. (D) March p 
52 

You Get What You Give. (D) March p 
61 

Arguments Can Be Assets. (D) April p. 
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Pointers on Praise. (D) April p. 61 

Check—for Discipline. (D) June p. 53 

Do They Care About Quality? (D) June 
p. 55 

The Organization That’s Not on the Chart. 
July p. 2 

Can You Help a Man Find Stability? (D) 
July p. 59 

Loyalty: It’s Up to You. (D) Aug. p. 55 

Licking Those Output Lulls. (D) Sept. p. 
45 

Change: Can You Get Them To Meet It 
Half Way? Dec. p. 2 


Motivation 
(See also Morale) 


How You Can Help a Person Grow 
March p. 2 

Build Belief in Safety. March p. 7 

Do They All Want Larger Jobs? April p 
25 

A Framework for Self-Assessment. (D) 
June p. 57 

Building Better Cooperation. (D) June 
p. 61 

Keep Initiative Alive. (D) July p. 54 

Loyalty: It’s Up to You. (D) Aug. p. 55 

Safety: It’s the Group Attitude That 
Counts. Oct. p. 7 

Get Constructive Results from the Cor- 
rective Interview. Oct. p. 22 

To Get More Done . . . Set Realistic 
Goals. Nov. p. 2 

What Makes Training Take? Dec. p. 9 


Office Management 


The Drive for Higher Office Productivity 
(D) Jan. p. 54 

Office Mechanization: Is This Machine 
Necessary? (D) May p. 59 

Why Paperwork Piles Up. July p. 24 

Office Accidents Needn’t Happen (D) 
July p. 52 

Supervising Data Processing. (D) July p. 
56 

How To Design a Form. Dec. p. 18 


Personal Management 


Social Security 1961. Jan. p. 38 

Rx against Accidental Poisoning. Jan. p 
48 

How Not To Get Taken. (D) Jan. p. 63 


(A)—Arbitration Case; 


52 SUPERVISORY MANAGEMENT 


When You Need a Repairman. Feb. p. 48 

Get More Out of Your Reading. March 
p. 44 

Moving Can Be 
March p. 44 

See Your Way to Expert Driving. April 
p. 45 

12 Ways to Wreck a Budget. (D) April 
p. 62 

Improving Your Home? 
Swindlers. May p. 41 

Don’t Rock the Boat. June p. 43 

A Framework for Self-Assessment. (D) 
June p. 57 

Credit: Find Your Best Buy. July p. 38 

Can You Afford To Send Your Child to 
College? Aug. p. 38 

Buying a Car? Watch Out for These 
Sales Tricks. Sept. p. 37 

No Diploma? G.E.D. Gives You a Head 
Start. Oct. p. 25 

What You Should Expect from a Health 
Checkup. Nov. p. 34 

Seven Ways To Help Your Child Study. 
Dec. p. 30 


Practically Painless. 


Beware of 


Placement 


(See also Appraisal; Interviewing) 

How to Evaluate Job References. Jan. p. 
of 

Problem Workers—Or Workers’ with 
Problems? Feb. p. 2 

The Best Man. (C Nov. 1960) For Dis- 
cussion see Cases. 

Do They All Want Larger Jobs? April 
» 25 

When an Employee Goes Sour. (D) May 
p. 55 

Controlling Labor Costs. Part 1: 
tion. June p. 2 


Selec- 


Planning 


Introducing New Methods . . . Look Be- 
yond the Change. Feb. p. 14 

The Disciplines of Supervision. (D) Feb. 
p. 57 

Production Control Isn't Limited to Pro- 
duction. March p. 15 

Moving Can Be Practically 
March p. 44 

Assignment Management. Part |: Organ- 
ize Your Job. April p. 2 


Painless. 
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Part 2: Organize Your Team. May. p. 
26 
Part 3: Plan Ahead for Sound Perform- 
ance. June p. 28 
Part 4: Target for Tomorrow. July p. 26 
Performance Is the Test of Training. 
April p. 18 
Performance Review 
Promise? May p. 2 
Dost Keep Your Boss in the Dark. May 
p. 18 
Romance on the Rocks. (C) May p. 35 
Fix it Before It Breaks. (D) May p. 53 
For a Fresh Look at Your Department: 
Work Distribution Analysis. June p. 14 
Streamlined Management. (D) Aug. p. 46 
To Get More Done... Set Realistic 
Goals. Nov. p. 2 
Thinking Through a Writing Problem. 
Nov. p.8 
The 70-Minute Hour. (D) Nov. p. 51 
Change: Can You Get Them To Meet It 
Half Way? Dec. p. 2 


Threat or 


Problem-Solving 
(See also Creativity; Decision-Mak- 
ing) 

Climate for Problem-Solving. (D) Dec. 
p. 46 


Productivity 
(See also Motivation) 


The Drive for Higher Office Productivity. 
(D) Jan. p. 54 

Cost Reduction. Part 12: Make the Least 
of Your Paperwork. Feb. p. 26 
Part 13: How Much Work Can You 

Eliminate? March p. 22 

Production Control Isn't Limited to Pro- 
duction. March p. 15 

Controlling Labor Costs. Part 2: Build- 
ing Productivity. July p. 8 

Licking Those Output Lulls. (D) Sept. 
p. 45 

Materials Handling: Can You Cut Waste 
Motion? Dec. p. 13 

Using Numerical Control. (D) Dec. p. 41 


Quality Control 


Seal of Approval: How Laboratories Test 
Products. (D) Feb. p. 58 


(A)—Arbitration Case; 


Production Control Isn’t Limited to Pro- 


duction. March p. 15 
Do They Care About Quality? (D) June 
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Reading 
Get More Out of Your Reading. March 
p. 29 


Retirement 
Social Security 1961. Jan. p. 38 


Safety 

Rx Against Accidental Poisoning. Jan. p 
48 

Seal of Approval: How Laboratories Test 
Products. (D) Feb. p. 58 

Build Belief in Safety. March p. 7 

See Your Way to Expert Driving. April 
p. 45 

Don’t Rock the Boat. June p. 43 

Can Machine Guards Guarantee Safety? 
(D) June p. 59 

Office Accidents Needn’t Happen. (D) 
July p. 52 

Accident Investigation Pays Off. (D) 
Sept. p. 46 

Safety: It’s the Group Attitude That 
Counts. Oct. p. 7 

Treat Electricity with Respect. (D) Nov 


p. 55 


Supervisor, Duties and 
Qualifications 


(See also Leadership) 

Why Don’t They Give Us More Au- 
thority? Jan. p. 2 

Let George Do It. Jan. p. 9 

How You Can Help a Person Grow 
March p. 2 

Build Belief in Safety. March p. 7 

The Manager As Referee. (D) March p 
5 

You Get What You Give. (D) March p. 
61 

When Employees Ask about the Com- 
pany. June p. 22 

Labor Relations: You Make the Import 
ant Decisions. July p. 16 

Can You Help a Man Find Stability? (D) 
July p. 59 

Streamlined Management. (D) Aug. p. 46 
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The Freedom To Make Mistakes. (D) 
Aug. p. 48 

How Do You Know You're a Pro? Sept. 
p. 2 

When Can You Be Flexible? Sept. p. 4 

Employee Health Is Your Business. Sept. 
p. 14 

What Happens After the Attitude Sur- 
vey? Sept. p. 17 

“They're All Like That!” (D) Sept. p. 43 

What It Takes To Be a Leader. (D) Oct. 
p. 38 

Are You a Roadblock? (D) Oct. p. 46 

Are You Ready for the Next Step? (D) 
Dec. p. 39 


Technology 
(See also Automation) 


Mechanization in Industry: Where We 
Stand Today. (D) Jan. p. 60 

Seal of Approval: How Laboratories Test 
Products. (D) Feb. p. 58 

Space-Age Technology: Down to Earth. 
(D) May p. 61 

Ultrasonics: New Tool for Industry. (D) 
Aug. p. 50 

The Materials Age. (D) Oct. p. 42 

Bugs, Biologists—and Business. (D) Oct. 
p. 44 

Tapping the Well that Never Runs Dry. 
(D) Oct. p. 50 


Training 
(See also Instructions) 


Let George Do It. Jan. p. 9 

Introducing New Methods . . . Look 
Beyond the Change. Feb. p. 14 

The Faked Job Ticket. (C Dec. 1960) For 
Discussion see Cases. 

How You Can Help a Person Grow. 
March p. 2 

Build Belief in Safety. March p. 7 

Automated “Teacher” Revolutionizes 
Training. (D) March p. 59 

Performance Is the Test of Training. 
April p. 18 

Discipline? Why? (D) May p. 48 

A Toolroom Foreman Talks Training. 
(D) May p. 51 


(A)—Arbitration Case; 
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Keep It Clear! (D) June p. 63 

Controlling Labor Costs. Part 2: Build- 
ing Productivity. July p. 8 

Farewell to the Happiness Boys. (D) 
Sept. p. 48 

No Diploma? G.E.D. Gives You a Head 
Start. Oct. p. 25 

How Do You Coach Them? (D) Oct. p. 
48 

What Makes Training Take? Dec. p. 9 

Seven Ways To Help Your Child Study. 
Dec. p. 30 


Unions 


(See also Arbitration) 


Labor Relations: You Make the Import- 
ant Decisions. July p. 16 

Discipline under the Union Contract. Aug. 
p.9 


Work Conditions 


Build Belief in Safety. March p. 7 

When Employees Ask about the Com- 
pany. June p. 22 

Office Accidents Needn’t Happen. (D) 
July p. 52 

Time Out for Coffee. (A) Aug. p. 17 

Highlights of the New Wage-Hour Law. 
Sept. p. 28 

Employees Speak on Orientation. (D) 
Dec. p. 44 


Workers, Special Groups 

Spotlight on Moonlighting. (D) Feb. p. 
63 

Meet the Staff: The Industrial Engineer. 
Sept. p. 8 

Meet the Staff: The Production Control 
Group. Nov. p. 29 


Writing 
(See also Communication) 


Tailor Your Letter to the Reader. April 
p. 29 

Don’t Keep Your Boss in the Dark. May 
p. 18 

Thinking Through a Writing Problem. 
Nov. p.8 
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